
 
 

JOB DESCRIPTION 
 

 
Position Title: Analyst                                                  Working Title: Contracts Analyst  
 
Class Code: 3004 Non-Exempt  EEO Code: 05                        Effective Date: August 29, 2002 
******************************************************************************************
******* 
Major Function 
 
Performs administrative and technical work in the development, coordination and maintenance of contracts for Seminole 
County. 
 
Essential Functions  
 
Note: These are intended only as illustrations of the various types of work performed.  The omission of specific 
duties does not exclude them from the position if the work is a logical assignment to the position. 
 
Formulates and prepares Requests for Proposal for Professional Services and Invitations for Bid for constructions and 
capital improvement contracts.  
 
Schedules and participates in pre-bid/proposal conferences, professional services review committee meetings, and oral 
presentations. 
 
Formulates and prepares Board agenda items, construction contracts, contract amendments, and change orders. 
 
Evaluates construction bids and proposals to determine most responsive and responsible submittal; evaluates Professional 
Services proposal responses, pric ing data, scope of services, and contract terms. 
 
Serves as division representative in meetings with professional service firms on selection criteria and evaluation process.  
Interacts with consultants, contractors vendors, and follows policies and procedures as outlined by Seminole County. 
 
Reviews negotiated change orders to track percent of contract price increase and reviews amendments authorizations and 
pay requests for conformance to contract terms and fees. 
 
Formulates standard contract terms and conditions. 
 
Develops and maintains procedures and computerized database for contract administration, monitoring, and tracking of 
professional services and construction contracts. 
 
Reviews insurance, bid bonds, performance, and payment bonds to ensure and verify financial viability and solvency of 
insures and sureties. 
 
Assists departments in developing award criteria and negotiation of prices for professional services contracts. 



 
Performs other duties as assigned or as may be necessary. 
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******* 
Minimum Qualifications  
 
Knowledge of contract compliance systems and general contracts policies and procedures.  Knowledge of government 
budgetary policies and procedures, accounting principles and practices, and management principles and practices as they 
relate to the contracts administration process. 
 
Ability to administer all contracts not delegated to a specific department or authority. Ability to organize, schedule, and 
expedite the bidding and tabulation process.  Ability to communicate effectively with professional services firms, 
consultants, contractors vendors, and user departments.  Ability to maintain accurate files, and prepare accurate reports.  
Ability to utilize a personal computer.   
 
A Bachelor's Degree in Public or Business Administration, Accounting, or closely related field and one (1) year experience 
in governmental contracts administration Preference will be given to individuals possessing certification as a Certified 
Professional Public Buyer (CPPB) or Certified Professional Contracts Manager. 
 
Pursuant to Florida Statutes, Chapter 112, incumbent must annually file "Form 1 Limited Financial Disclosure" in the county 
of their residence. 
 
A comparable amount of education, training, or experience may be substituted for the minimum qualifications. 
 
 
Working Conditions  
 
The working conditions for this position is typically an office environment.  Most duties are performed sitting at a desk or 
table.  The incumbent in this position may be required to perform duties that require prolonged sitting.  This position would 
be exposed to radiant and electrical energy from a computer terminal.    
 
 
 
 
 
 
 
 



 


